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AN BQUAL OTTORTURITY BMFLOYER, CANBIGATES WL, BC CONSIDLRED WITLIOUT DISCRIMINATION EOR ANY NONMLRIT REASON SUCKH A8 RACE. COLOK, RELIOION, 3EX. NATIOKA]
ORIGIN, POLITICAT AFFILIATION, MARITAL STATUS, PIYSICAL OR MENTAL HANDICAPS, AGE. OR MEMBERSHIP IN AN EMPLOYEE ORGANIZATIGN.

POSTEION TUTLE ANNOLUNCEMENT NUMBER OPENING CLOSING (Clove of busines.s) EXPIRATION (For "Opent Uniil Filed " vocemcics
e Femore poring on his dne)
DATES:
Criminal History Prog Asst 0244002 11/13/01 12/03/01
SERIEE GRADL KM M PROMOTION POTENTIAL TO AREA OF CONSIDERATION TYPE OF POSITION
] BARGAINING NONBARGAINING
0086 GG-8 GG-9 NATIONWIDE UNIT X | uwrr
ORGANIZATION LOCATION WASHINGTON, DG COMMUTING AREA X | FuLL-nimE PART-TIME
. . . - PERMANGNT TRMPORARY
Qffice of Administration REGION COMMUTING AREA X | APPOINTMENT APPOINTMENT
1vwigd NERE 1 INCUMBENT 1§
Division of Fac+11tles and Security X |omex NRC HQ x |SEe NOT TG EXCEED
Personnel Security Branch TESTING '
BUTY LOCATION TRAVET, REQUIRCMENTS NAME OF IMMEDIATE SUPERVISOR
Rockville, MD Minimal Cheryl Stone
APPLICATION [NS TRUCTIONS: COMPLETE AND SUBM[T THE FOLLOWING TO THE ADDRESS SPECIFIED AT THE BOTTOM OF THIS PAGE,

(U the Vacaney Annoocemet Noumber in al correspoandence
b AN UPDATED 85171 PERSONAL QUALIEICATIONS STATEMENT (R APPLICATION FOR 4. NRC APPLICANTS{ oNLY), FOUR COPIES OF APPLICATION MATERIALS REQUESTED,
GOVERNMENT EMPLOYMENT OR RESUME 5. THE NRC [$ A ZERO-TOLERANCE AGENCY WITH RESPECT TO ILLEGAL DRUG USE.
1 AN NRC FORM 115 VACANCY APPLICATION STATUS NOTICE /NRC aninlicants ontvl: G OTHER (§pecifyl:
3 A COPY OF YOUR CLURRENT PERFORMANCE APFRAISAL OR A SIGNED STATEMENT
THAT IS NOT AVAILABLE.

NOTICE, APPLICATIONS MAY RE REFERRED T0 THE RATING ENTITY A MINIMUM OF SIXTEEN {16) CALENDAR DAYS AFTER OPENING DATE

NONBARGAINING UNIT POSITIONS ONLY. CANDIDATES WHOSE PRESENT PROMOTION POTENTIAL DOES NOT EXCEED THE POTENTIAL OF THIS YACANCY MAY NOT BE SUBJECT TC RATING PROCEDIIRES AND MAY
BE REFERRED DIRECTLY TO THE SELECTING OFFICIAL

DUTLES OF POSITION {if this position is announced e multiple grade levels, these duties describe the full performance level: at lower grode levels the duties may very slightly and will be performed under somewhar
clgser Supervision.)

Performs a wide range of administrative and financial control tasks,

clerical processing, and autcmated data entry and retrieval asscciated

with implementing the Criminal History Check Program (CHP).

QUALIFICATIONS REQUIRLD fif the position is announced at miulriple grude levels, these gqualifications describe the full performance leved, unless otherwise specified. The position description, immediate
supervisor, andfor NRC Manual chapter and Appendix 4108 can be consulted for more detailed quafification requirenmtenis andior interpretation of qualifyving experience.}
. ) ' .
Candidates must have at least one year of specialized experience at the
s
next lower grade level or egquivalent.

Specialized experience is experience that has enabled the candidate to
perform clerical and administrative tasks requiring a practical knowledge
of security objectives, programs, methods, and procedures.

RATING FACTORS (Applicants are sirongly encouraged 10 subnit & siarement addressing the Rating listed below. )

1. Ability tec interpret and apply security regulations to facilitate
handling of documents.

(EXAMPLE: Describe specific education, training, and/or experience that
regquired you to have a practical knowledge of security objectives,
programs, methods, and procedures. Include specific examples of work
asgignments such as reviewing and/or handling classaified correspondence

CONTINUED ON BACK

FUR ADDITIONAL INFORMATION CONTACT i) NUMBER
, ) . TELEPHONE
Jude Himmelberg EMail: JVH Mail Stop: T-2 D32 301 415-6974
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X LL‘:""':“,':_\RL:“(’t"f:‘h!m_ Region | Personnel Offies Region [ Persunnel Otficer Region 111 Persoeu] Officer Region 1% Persunnel Officer
Oftice o Ty Resources
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RATING FACTORS - CONTINUED

or sensitive material that required you to know and interpret security
regulations or other program guidance.)

2. Ability to effectively plan, organize, and prioritize work.

(EXAMPLE: Describe specific education, training, and/or experience that
required you tec draw upon your planning and organizatioconal skills.
Describe how your planning and organizational skills enabled you to more
effectively and efficiently complete work asgignments in established
deadlines. Explain how your planning and crganizational skills enabled
you to prioritize and successfully accomplish multiple tasks. Describe
what factors you consider in setting work priorites.)

3. Ability to use automated systems to accomplish work assignments.

(EXAMPLE: Describe sgpecific education, training, and/or experience that
demconstratea your knowledge of and ability to use various automated
systems. Describe your experience in maintaining automated tracking
gyetems. What specific software have you used and for what purpose?)

4., Ability to meet and deal effectively with people using tact, logic,
and persuasion.

(EXAMPLE: Describe specific education, training, and/or experience that
enabled you to acquire human relations and interpersonal skills. Explain
how these skills fostered yvour ability to work effectively with people
and enabled you to effectively exchange information, provide advice, or
resolve complaints and concerns of persons.)

NOTE: Breadth, recency, and length of experience in the field; training,
awards, and commendations; past and current performance; and community or
outside professional activities will be reviewed as they relate to each
of the above factors to determine the level of knowledge, skill, or
ability of candidates.

Reascnable accommodations will be made for qualified applicants or
employees with disabilities, except when doing sc would pose an undue
hardship on the employing agency.

EXECUTIVE AGENCIES ARE PROHIBITED FRCM ACCEPTING OR CONSIDERING
APPLICANTS FOR COMPETITIVE APPOINTMENTS OR POSITIONS BASED ON POLITICAL
RECOMMENDATIONS FROM MEMBERS CF CONGRESS, CONGRESSIONAL EMPLOYEES,
ELECTED STATE OR LOCAL GOVERNMENT OFFICIALS, AND POLITICAL PARTY
OFFICIALS. SUCH QFFICIALS MAY ONLY SUPPLY STATEMENTS REGARDING THE
CHARACTER AND RESTIDENCE OF THE APPLICANT.




